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 NOTES: 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
CLICK on 
Favorites    
 
SELECT Add 
to Favorites 
 

A new window 
will appear 
 
 
 
 
 
 
 
 
 
 
 
TYPE a name 
for the website 
that you will 
remember 
 
 
CLICK on OK 

Set up as a Favorite 
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NOTES: 
 
 
 
 
 

This is a one 
time 
procedure.  
Once 
completed, you 
will never have 
to do again.  
However, it 
should be 
completed for 
every 
computer that 
you use to 
order 
commodities. 
 
CLICK on 
Tools  
 
SELECT 
Internet 
Options 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CLICK on 
Settings  
 
 
 
 
 

Set up Internet Options 
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 NOTES: 

 
 
 
 
 
 
 
 
 
 
SELECT Every 
visit to the 
page 
 
 
 
 
 
CLICK on OK 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CLICK on OK 
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 NOTES: 

 
 
 
 
 
 
 
 
 
 
CLICK on 
Entitlement 
 
(Hint: Clicking 
on main menu 
items will bring 
up submenus) 

The Submenu, 
“Sponsor 
Inquiry” 
appears 
 
CLICK on 
Sponsor 
Inquiry 
 
 
SELECT 
Current School 
Year 
 
 
CLICK on Next 
(Hint: use the 
mouse, not 
enter key!) 

Entitlement 
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 NOTES: 

You will see 
"Inquiry" 
screens 
throughout this 
program. 
These "Inquiry" 
screens show 
you real time 
information, 
but do not 
allow you to 
make any 
changes 
 
Amount 
Currently 
Available  
 
Amount spent 
so far 
 
Beginning 
balance 

“B” “B” Group 
Cheese, 

Flour, Oils 
Pasta, Grains 

“A” Group 
Fruits 

Vegetables 
Meats 

Entitlement 
Groups 
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 NOTES: 
 
 

 
 
 
 
 
CLICK on 
Allocations 
 
 
CLICK on 
Inquiry 
 
 
 
 
 
 
 
This is where 
you manage 
your inventory 
 
 

You arrive at 
another intro 
screen   
 
 
 
 
 
 
 
SELECT  
Current School 
Year 
 
 
 
CLICK on Next 
 
 
 
 
 

Allocations – Managing Your Inventory 
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 NOTES: 

This is the 
Allocation-
Inquiry Screen 
 
Each 
Allocation ID 
represents a 
group of cases 
set aside for 
your school or 
district 
 
Notice the 
underlined 
column 
headings, this 
allows you to 
sort a column 
 
CLICK on 
Close Date 
 
 
 

Clicking on 
Close Date 
sorts inventory 
by Close Date.  
Notice how the 
"new" 
inventory is 
toward the top 
and the "old" 
inventory is 
toward the 
bottom 
 
Why Sort By 
Close Date? 
Because 
Allocations 
with remaining 
inventory and 
the earliest 
close date 
demand your 
attention!!! 
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 NOTES: 
 

Allocation 
Name 
 
Type of 
Commodity  
 
Date Allocation 
Posted to this 
table 
 
What remains 
in the 
allocation after 
refusing or 
ordering 
 
Total Cases 
Originally in 
Allocation 
 
Order all cases 
by this date  
 
Refuse cases 
by this date 
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The Four Major Types of Allocations 

 
 

An Allocation ID is a name of an allocation.  It represents a group of cases (commodities) set aside for 
your school or district.  Although many allocation names or ID’s look similar, no two are exactly the same. 
 
The four (4) major types are described below: 

 

 Abbreviation 45 Day 
Close Date 

Can be 
Refused? 

Allocated 
By:* 

Will “Draw 
Down” 

Entitlement** 
Type 

Notice of 
Arrival NOAJ… Yes 

 Yes Danielle Yes 
 

A or B 
 

Planned 
Usage 

Notice of 
Arrival 

NOAJPU… Yes No Barbara 

Entitlement is 
drawn down at 
time the survey 
was submitted 

online 

S 

Surplus Req… Yes No Barbara Yes P 

End Product EPNJ… Yes No Dawn & 
Leona 

Entitlement is 
drawn down for 
“A” and/or “B” 

commodities at 
time that survey 
was submitted 

P 
 

 
 ** Bonus Commodities do not draw down from your entitlement. 
 *  see also contact list 
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 How to Read the Allocation ID 
 
 Notice of Arrival Allocations 
 
 
 

Example One 
 
 

NOA   J   015   A   ENT 
 
 
 
 
 

Type School 
Year 

Allocation 
Number (15th 
since school 
year began 

Only “A” 
Commodities

Entitlement 

 
 

NOAJ015-AENT 
 
 
 

 
Example Two 

 
 

NOA   J   015   B   BONUS 
 
 
 
 
 

Type School 
Year 

Allocation 
Number (15th 
since school 
year began 

Only “B” 
Commodities

Bonus 

 
 

NOAJ015-BBONUS 
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Planned Usage Allocations (Notice of Arrival) 
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Planned Usage Allocations 

 
 
 

Example One 
 
 

NOA    J    PU    015    MAR    02 
 
 
 
 
 

Type School 
Year 

Planned Usage 
(Survey) 

Allocation 
Number 

Month 
Requested 

2nd Truck 
this Month 

 
 

 
NOAJPU015-MAR02 

       
 

 
 

Example Two 
 
 

NOA    J    PU    016    MAR    03 
 
 
 
 
 

Type School 
Year 

Planned Usage 
(Survey) 

Allocation 
Number 

Month 
Requested 

3rd Truck 
this Month 

 
 

 
NOAJPU016-MAR03 
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Surplus Allocations 
 

When sponsors refuse commodities they are placed in a holding area called a “Surplus Request” or 
“Surplus List.”   This surplus is made available to any sponsor who requests it.  Call 602-542-8729 and 
one can be faxed to you.  Return the fax and an allocation will be created for you that may contain some 
or all of the commodities you have requested.  

 
 

REQ   5776 
 
 
 
 

  Type                Number
 
 

REQ5776 
 
 

Example Surplus Request 
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End Product Allocations 

 
When a sponsor participates in processing, they will expect to receive End Product Allocations.  They 
look like this: 

 
 

EPN   J   154 
 
 
 
 

Type School  
Year 

Allocation  
Number 

 
 

EPNJ154 
 
 

Beef, chicken, pork, turkey, eggs, oil, flour, peanut butter, non-fat dry milk and fruit are commonly 
processed commodities. 
 
Typically, a basic “A” or “B” commodity can be “ diverted” (shipped) to a processing company (i.e. Tyson, 
Land O’lakes, etc.) where it is made into an “End” product like breaded chicken nuggets, grilled cheese 
sticks, beef patties, and so on.  Those “end” products are then shipped to US Foodservice warehouse.  
At that point, an allocation, like the example above, is posted to your allocation inquiry screen.  You then 
order out that product as usual. 
 
For further questions about processing or end products, contact Leona Benally, Processing Specialist at 
602-364-1965 or Dawn Irvine, Processing Specialist at 602-364-0714. 

 
 
 
 
 
 NOTES: 
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Refusals 
 
 ***You should always refuse commodities you know you will not use.*** 
 

The Arizona Department of Education strongly recommends that you first “prepare” a refusal before 
actually refusing commodities.  Properly refusing commodities will save you and your district or school 
considerable time and possibly money by avoiding excess storage fees. 
 
Refusals should be completed in two (2) steps.  First, “prepare” your refusal; then actually refuse the 
commodities. 

 
 

Finding the Appropriate Allocation and Preparing Your Refusal: 
 

You need information for the allocation inquiry screen to prepare a refusal.  Use the Allocation ID 
column.  It contains the information you need. 

 
Step I: Prepare Your Refusal 

 

 
 
 NOTES: 

CLICK on 
Allocations   
 
CLICK on 
Inquiry 
 
CLICK on 
Close Date to 
Sort inventory 
 
FIND the 
Allocation with 
the earliest 
“refuse by” 
date that has 
cases in the 
“Qty 
Remaining” 
column 
 
CLICK on that 
Allocation ID 

Hotlinks to other web pages! 

Step I:  Prepare Your Refusal 
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Creating a worksheet like the one below is a helpful way to organize 
your information. 

8/1/2007 
 

Allocation  
ID 

Comm.  
Code 

Quantity  
to refuse 

 

NOAJ500-AENT 
 

A085 
A091 

 

1 
1 

   
 

00/00/2007 
 

Allocation  
ID 

Comm.  
Code 

Quantity  
to refuse 

   
 

 
 NOTES: 
 
 

 
 
 
 
 
 
 
Record the 
Allocation ID  
 
… the 
Commodity  
Code  
 
… and the 
number of  
cases of each 
commodity to 
refuse 
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 NOTES: 

 
 
CLICK on 
Refusals 
 
The Sub-menu 
“Entry Form” 
Appears 
 
 
CLICK on 
Entry Form 
 
CLICK on the 
drop-down box 
and hi-light the 
allocation ID 
name 
 
CLICK on Next 

 
 
VERIFY that 
you have the 
correct 
allocation 
 
 
CLICK in each 
box and key 
the number of 
cases to refuse 
for each 
commodity 
code 
 
CLICK on 
Refresh 
 
CLICK on 
Submit Refusal 
 
 

Step II: Complete the Refusal 
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 NOTES: 
 

 
 
CLICK on 
Allocations 
 
CLICK on 
Inquiry 
 
 
This screen 
opens 
 
Choose NSL (if 
given a choice) 
and the 
Current School 
Year 
 
CLICK on 
Next 
 
 
 

 
CLICK on 
Close Date 
 
 
Reminder: 
This sorts your 
inventory by 
placing the 
newest 
allocations (an 
allocation 
received 
yesterday) at 
the top and the 
oldest (an 
allocation 
received three 
weeks ago) at 
the bottom 

Ordering Commodities 
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 NOTES: 
 

 
 
 
 
 
 
 
 
CLICK on the 
oldest 
allocation with 
inventory 
remaining (the 
one you have 
had the 
longest) 
QTY REMAINING 
Hot Link  
 
 

This screen 
tells you 
exactly what is 
remaining in 
this particular 
allocation 
 
DECIDE what 
you need to 
order 
 
 
Note: If the 
close date is 
“fast 
approaching” 
you may want 
to order 
everything 
from this 
allocation!  
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 NOTES: 

CLICK on 
Orders  
 
 
CLICK on 
Entry Form 
 
 
 
Choose NSL 
and the 
Current School 
Year 
(if given the 
choice)  
 
CLICK on 
Next 
 

 
 
 
CLICK on New 
Order  
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 NOTES: 

The Order 
Form 
 
 
CHOOSE a 
delivery date 
(one of three 
choices) 
 
 
CLICK in each 
box and key 
the number of 
cases of each 
commodity you 
want to order 
 
 
SCROLL to the 
End of the 
Page 
 
 

CLICK on 
refresh 
 
(you may have 
to scroll to the 
bottom again) 
 
 
 
 
 
 
 
 
CLICK on 
Submit Order 
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 NOTES: 

You are 
assigned an 
order number 
and delivery 
date 
confirmation 

Checking on 
Your Order 
 
 
CLICK on 
Orders  
 
CLICK on 
Inquiry Form 
 
 
Choose NSL (if 
given the 
choice) and 
the Current 
School Year 
 
 
CLICK on 
Next 
 

Checking Your Order 
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 NOTES: 

You will see 
this intro 
screen that 
allows you to  
define your 
search if you 
would like 
 
 
 
Change the 
search 
parameters  
or leave them 
the way they 
are and 
CLICK on 
Next 
 

FIND your 
order number 
 
 
 
(You may have 
to scroll down 
to find it) 
 
 
 
 
CLICK  
On your order 
number (the 
blue hot link) 
 
 

Start Date 

Stop Date 
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 NOTES: 

NOTE:  If your 
order is final, 
print this 
page to get a 
“paper 
receipt” of 
your order 
 
If not… 
 
Order Status 
must be Open  
to make any 
changes 
 
To MODIFY 
your order 
CLICK on 
Entry Form 
 
 
 
 

Another Intro 
Screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CLICK on Next 
 
 
 
 
 
 

Modify Your Order 

Recommendation: 
 
This “paper receipt” should be in the 
hands of the individual who is receiving 
commodities for the site in order to 
verify what is actually coming off the 
truck and what is supposed to come 
off the truck! 
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 NOTES: 

This screen 
will allow you 
to re-open your 
entry form 
 
 
 
 
 
 
To find your 
entry form, 
locate your 
order number 
and  
CLICK on the 
blue hot link 
 
 
 
 
 
 

Make any 
changes 
(delivery date, 
quantity 
ordered, etc.) 
 
 
Scroll to the 
end of the 
page if 
necessary 
 
 
CLICK on 
Refresh  
 
CLICK on 
Submit Order 
(bottom of the 
form) 
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 NOTES: 
 
 
 
 
 

Your order 
number will 
remain the 
same   
 
 
Your delivery 
date will reflect 
any change 
you may have 
made  
 
 
 
 
 
 
 
 

If you 
participate in 
processing, or 
would like to 
see items 
available, the 
processing 
catalog is 
separated by 
processor.  
 
 
CLICK on 
Proc. Catalog 
 
 
CLICK on 
Catalog List 
 
 
 
 
 

Processing Catalog 
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 NOTES: 

Shipping Inquiry   
 
 
CLICK on 
Shipping 
 
 
CLICK on 
Shipping 
Inquiry 
 
 
 
 
Shipping 
Inquiry gives 
you an 
ordering 
history sorted 
by order 
number 
 

Processors 
are listed 
alphabetically.  
Also, is the 
overview which 
will help 
determine 
which 
processors 
process what 
commodities. 
 
SELECT 
current school 
year 
 
CLICK on List 
 
CLICK on the 
Processor 
name (blue 
hyperlink) for 
details 
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 NOTES: 

 
 
 
 
 
 
 
 
 
 
 
SELECT  
Current School 
Year  
 
CLICK on Next 
 

You will see 
this intro 
screen that 
allows you to  
define your 
search if you 
would like 
 
 
 
 
Change the 
search 
parameters  
or leave them 
the way they 
are  
 
CLICK on 
Next 
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 NOTES: 

These are your 
Delivery Order 
numbers and 
the 
commodities 
that were 
ordered 
 
Note: The 
Department of 
Education 
uses the 
information 
from this 
particular 
screen to verify 
on a monthly 
basis that you 
have received 
your 
commodities 
 
 
 

Surveys tell 
the 
Department of 
Education 
what 
commodities 
you will want to 
order for the 
next school 
year 
 
 
 
 
 
 
CLICK on 
Surveys 
 
 
CLICK on 
Entry Form 
 

Surveys 
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 NOTES: 
 
 
 
 
 

 
 
 
 
 
 
 
 
CHOOSE the 
NEXT 
SCHOOL 
YEAR from the 
drop down 
menu 
 
CLICK on Next 
 

If you get this 
message, you 
cannot 
complete a 
survey at this 
time and must 
wait until ADE 
posts them 



 - 32 - 

 

 Types of Surveys 
 
 

Survey Name 
Estimated 
Yearly Due 

Dates  
Commodity 

Types 
Will Draw 

From which 
Entitlement 

Intended 
for all 

sponsors 

Planned Usage Early 
February  B B* Yes 

Cheese Survey Early 
February  B B* Only If 

Processing 

Everything But Cheese Survey  Mid March A & B A or B** Only If 
Processing 

 
* Both Surveys draw from this entitlement 
** Depending on the Commodity 

 
 
 
 

 
 
 NOTES: 
 

Planned Usage Survey 
KEY in the 
number of 
cases you are 
requesting for 
each month  
 
 
Usually, you 
will receive all 
that you have 
requested, but 
it is NOT A 
GUARANTEE! 
 
 
 
 
SCROLL to 
the end of the 
page 
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 NOTES: 

 
 
 
 
 
 
 
 
 
 
CLICK on 
Refresh 
 
 
 
 
 
 
CLICK on 
Submit Survey 

Processing Surveys 
Cheese Survey, 
Everything but 
Cheese Survey 
 
KEY the number 
of cases you are 
requesting for 
the school 
year(up to your 
fair share) 
… and any 
additional 
should be 
placed in the 
Additional Units 
Column 
 
CHOOSE a 
Processor (1st, 
2nd, and 3rd 
choice) 
 
SCROLL to the 
end of the page 
 

Your Fair 
Share, but feel 
free to request 
as much as 
you feel is 
necessary 
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 NOTES: 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CLICK on 
Refresh 
 
 
CLICK on 
Submit Survey 
 

Sponsor Contracts  
 
 
 
 
 
CLICK on 
Sponsors 
 
 
CLICK on 
Contracts 
Inquiry 
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 NOTES: 

 
 
 
 
 
 
SELECT 
Program Year 
 
 
SELECT 
Program (NSL) 
 
 
CLICK on Next 
 
 
 
 
 
 
 
 

Another intro 
screen 
 
 
 
 
 
 
CLICK on 
View 
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 NOTES: 

This screen 
allows you to 
update your 
delivery 
locations and 
commodity 
contacts.  This 
is required of 
you at the start 
of each school 
year.  The info. 
here replaces 
the DIA form. 
 
Additionally, 
your 
entitlement is 
noted along 
with your ADP 
amount. 
 
CLICK on 
Delivery 
Locations 

Another Intro 
Screen 
detailing the 
delivery 
locations. 
 
CLICK on Add 
Location  
- If there are 
not locations 
listed or you 
need to add to 
the current list 
 
Otherwise… 
 
CLICK on 
View  
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 NOTES: 

Here you will 
update all 
fields 
according to 
the upcoming 
years’ 
information… 
remember, you 
must update 
this information 
before you are 
approved to 
participate in 
the Food 
Distribution 
Program.   
 
CLICK on 
Update 
Location 
 
 
 

Notice once 
you update 
either locations 
or contacts, 
the green 
boxes 
disappear … 
this means the 
update was 
accepted.   
 
 
 
 
 
 
 
 
 
CLICK on 
Commodity 
Contact 
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 NOTES: 

Complete all 
sections.   
 
Section “Food 
Service 
Director” can 
be copied from 
the information 
in the NSLP 
application. 
 
 
 
 
 
Scroll to the 
bottom… 
 
 
 
 
 
 
 

 
 
 
 
 
 
CLICK on 
Submit 
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 NOTES: 

 
 
 
 
 
 
 
 
CLICK on 
Sponsors 
 
 
 
 
 
CLICK on 
Email 
 
 
 

Sponsor Email 

To see 
previous 
years… 
 
 
SELECT 
Sponsor (if you 
are associated 
with more than 
one) 
 
SELECT 
School Year 
 
 
CLICK on Go 
 
 
 
 
 
 
 



 - 40 - 

 
 

 
 
 NOTES: 
 
 

Message 
Subject 
 

Message Type 
(ad hoc, system 
generated) 
 

Specifies 
content of memo 
when necessary 
(survey #) 
 

Who message 
was sent to 
 

If message 
needs 
acknowledge-
ment  
 

Status of the 
message 
 

Date message 
was sent 
 

Program 
message was 
sent to (NSL, 
SFSP, All) 

 
 
 
 
 
 
CLICK on 
Subject of 
Message (blue 
hyperlink) 
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 NOTES:

This is the 
message 
details page 
 
 
If the message 
requires 
acknowledge-
ment…  
 
 
 
 
CLICK on 
Acknowledge  
 
 
 
The name of 
the person and 
date will be 
recorded once 
message has 
been 
acknowledged
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Food Distribution Contact Information 
 
   

Mailing Address: 
  Arizona Dept. of Education Food Distribution Program 
 1535 W. Jefferson Street, Bin 7 
 Phoenix, Arizona 85007 
 
 Physical Address: 
 Arizona Dept. of Education Food Distribution Program 
 2005 N. Central Avenue, 3rd Floor 
 Phoenix, Arizona 85004 

 
 Tina Herzog     Leona Benally  
 Food Distribution Program Director  Program Specialist 
 602.542.8781     602.364.1965 
 Tina.Herzog@azed.gov     Leona.Benally@azed.gov  
     
 
 Dawn Irvine               Barbara Lado 
 Program Specialist    Program Project Specialist 
 602.364.0714     602.542.8721 

Dawn.Irvine@azed.gov             Barbara.Lado@azed.gov   
 
 

Danielle Daugherty 
Administrative Assistant   FAX 602-542-6978 or 602-542-1531 
602.542.8729 
Danielle.Daugherty@azed.gov 

 
 
 

 
 
 Assistance with Private Storage, Monthly Shipment Verification, Invoice Retrieval, 
 Order Entry, Accounts Receivable, Delivery Days and Issues: 

 
 Pamela Bowers     Linda Thompson 
 Phone: 602.352.3439    Phone: 602.352.3441 
 Pamela.Bowers@USFOOD.COM   Linda.Thompson@USFOOD.COM 
 

Fax:    602.352.3444 
 Toll Free:  800.451.6638 


